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Introduction 
The “How to Create an Open Market Bid from Scratch” Quick Reference Guide is designed to provide the 
minimum steps necessary in creating a Bid Solicitation and submitting the Bid for approval.   

Pre-Requisites 
You must have the Basic Purchasing Role. 

 
Steps 
 
Step 1: 
 

a.) From the Home Screen once 
logged in click on, 
Documents > Bids > New. 

 
 

 

 
 

 
Step 2:  
 

a.) Select the Create a bid from 
scratch radio button. 

 
 

 
Step 3:  
 
The New Bid page displays, 
defaulted to the General Tab. 
 

a.) Enter in all required fields 
with asterisks * 

 
At a minimum enter information in 
the following fields: 
Description  
Type Code 
Department 
Location 
Bid Available and Opening Date 
Bid type (defaults as open market) 
Purchase Method 
Info Contact 
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Bulletin Description 
Funding Source 
 

 
Step 4:  
 
Once the General Tab info. is 
complete, the next step is to add 
your Items. 
 

a.) Select the Items tab and 
click the Add Items button. 

 

 

 
 
Step 5: 
 

a.) Create a Normal Item Type: 
Enter in a description > 
quantity > UOM.  

 
b.) Select an appropriate NIGP 

Code(s) using the dropdown 
menu or the eyeglass 
keyword search.                                        

 
Note: The custom fields 
(manufacturer, brand, etc.) near the 
bottom can also be used. 

 
 
Step 6: 
 

a.) You have the option to utilize 
any of the Sub-tabs under 
the Items Header Tab. 
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Step 7: 
 

a.) Select the Attachments 
Tab. 
 

b.) Upload required documents. 
 
 
 

 

 
Step 8: 
 

a.) Select the Bidders tab.  
 

b.) Select the Lookup & Add 
Vendors button. 

 
Note: It is recommended to NOT 
select the Unrestricted or Restricted 
radio buttons. 
 
The “Hide bid Holder List on Vendor 
Side” is also defaulted. 
  

 

 

 
 
Step 9: 
 
The Lookup & Add Reference 
Vendors page will appear.  
 

a.) Scroll down to the bottom of 
the page and click Find 
Vendors for all Commodity 
Codes on the Bid button. 

 
Note: It is crucial that you select the 
appropriate button as described. This 
avoids email notifications going out 
to the wrong Vendors. 
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Step 10: 
 
A list of Vendors will display. 
 

a.) Scroll towards the bottom of 
the page. Click the checkbox 
in the left hand corner under 
the Select column. This 
selects ALL the Vendors 
under a specific commodity 
code that pertains to your 
Bid. 
 

Note: The State of MI recommends 
to select all Vendors under the 
commodity code that pertains to the 
service you are seeking. 
 

 
 

 
Step 11: 
 
The list of Vendors selected display. 
 

a.) Click the Save & Continue 
button. 

 
 
 
 

 
 

 
 

 
Step 12: 
 

a.) Select the Questions Tab. 
 

b.) Enter in your Question, 
check whether or not you 
want it Required, and select 
a Response Type from the 
drop down menu. 
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Step 13: 
 
Select the Summary Tab. 
 

a.) Scroll down to the bottom of 
the Summary Tab & click the 
Submit for Approval button. 

 
 
 

 

 

 

 
Step 14: 
 
The page refreshes to the Approval 
Path page. 

 
a.) Click the Automatic 

Approval button. 
 

 
 

 
Step 15: 
 
The page defaults back to the 
Summary Tab. 
 

a.) Scroll down to the bottom of 
the page and click the Send 
Bid button. 

 
This will notify your Vendors. 

 

 

 
 
Step 16: 
 
The Vendor Notification Results 
page displays. 
 

a.) Scroll down to the bottom of 
the page and click the OK 
button. 

 
  

 
 
Your bid will default to the Summary 
Page & should now be in “sent” 
status. 
 
  
 


